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TRAINING ON "REAL JOBS" HAS LONG BEEN AN ESTABLISHED 
POLICY OF THE CONNECTICUT VOCATIONAL-TECHNICAL SCHOOLS. 
JUSTIFICATION FOR SCHOOL PARTICIPATION IN THE FIELD OF ACTUAL 
COMMERCIAL WORK IS THAT SUCH WORK IS NECESSARY FOR VALID AND 
COMPLETE TRAINING OF THE STUDENT. REAL JOBS MUST BE 
RECOGNIZED FOR WHAT THEY ARE, IMPORTANT MEDIA OF TRAINING, 

NOT MEANS OF PRODUCING ARTICLES OR SERVICES FOR SALE. THIS 
manual PROVIDES A POLICY FRAMEWORK WITHIN WHICH REAL WORK 
EXPERIENCES AS AN ELEMENT OF INSTRUCTION MAY BE ORGANIZED AND 
maintained to BEST ADVANTAGE IN THE VOCATIONAL-TECHNICAL 
SCHOOLS. POLICIES ARE GIVEN FOR (1) ASPECTS RELATING TO THE 
PUBLIC INTEREST, (2) GENERAL PROVISIONS FOR PRODUCTION WORK 
AUTHORIZATION, (3) CONTRACT IMPLICATIONS AND 
RESPONSIBILITIES, AND (4) CLASSIFICATION OF CHANGES AND 
DISCOUNTS. THE MANUAL ALSO PRESENTS A SPECIFIC UNIFIED 
RECORDING AND ACCOUNTING SYSTEM WHICH MUST BE FOLLOWED IN 
PREPARING ESTIMATES, QUOTING PRICES, PROCESSING, AND 
COMPLETING ALL PRODUCTION WORK IN VOCATIONAL-TECHNICAL 
SCHOOLS. THIS SYSTEM REQUIRES THAT SUCH RECORDS BE MAINTAINED 
BY THE SCHOOLS AS NECESSARY TO CONVEY PRESCRIBED INFORMATION 
TO THE DIVISION OF VOCATIONAL EDUCATION AND TO THE OFFICE OF 
DEPARTMENTAL ADMINISTRATION. A TABLE OF FORMS INDICATING THE 
NECESSARY NUMBER OF COPIES TO BE SENT TO THE VARIOUS OFFICES 
AND AGENCIES AND A DETAILED SUBJECT INDEX ARE INCLUDED. (HC> 
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FOREVJORD 



legal Basis of the Vocational Industrial Fund 
in connection with 

Operations of the Connecticut Vocational-Technical Schools 



has long been an established nolicy of the 
Connecticut Vocational-Technical Schools, particularly in the ooerativa 

f instruction, m reoognmon of the proved S o? 

provide for it, the General Assembly of 1%9 
?f £d?Ltifi»^ qnh establishxng an "Industrial Fund for the State Board 

thaf rrnrr^ads ar^cUous!" 

education shall use the industrial fund, 
established in connection irith its administration of vocational 
“ revolving fund in securing personal services, 
contraotml services and such materials and supplies, with such 
equipent as may be chargeable to the cost of a specific pro- 

nstablishmont and continuance of such 
^+h as vocational schools perform in connection 

Gainst f for such schools. Claims 

against the state in benalf of said board shall be paid by 

drawn against said fund. The proceeds 
productive work of the schools 

Ml be paid into the state treasury and credited to said fund. 

bflianL*®" ®®°‘' period any 

on^hundr«rt°+ “Jr® period, in excess of 

one hundred twenty thousand dollars, as shown by the Invantm.^ 

d?duot^n^p“*r-^’+r^^® receivable and cash balance, after 
?? ?S^ge„eLf?M!"°“'’ industrial fund, shall revert 

WorkinrCa“fa1Lra?rr5^SgK^" 



|(S» 

Lr. 



er|c 



a 



SECTION 1 
GENERAL POLICIES 



I* INTRODUCTORY 



A • Purpose 

This section is intended to provide a policy framework within 
which real work ejcperiences as an element of instruction may be 

organized and maintained to best advantage in the vocational-tech- 
nical schools* 

B. Justification of Real Work Program 

Justification of school participation in the field of p-.tual 
commercial work is that such work is necessary for valid and com- 
plete training of the student. If a school program aims to provide, 
as a part of its offerings, reasonably good training in trade judg- 
ment and operative skills, actual work under usual conditions is 
obviously essential. Where such real work experiences are not pro- 

greatly 

ished. The history of apprenticeship, both ancient and modern, 
points to a continuing recognition that experiences on real work 
are imperative if good vocational preparation is to result. 

C. Differences in Business and School Objectives 



There are, however, important differences between the con- 
tractor or industrialist engaged in private business and the 
onal-technical school »s total education program. These 
differences need to be fully understood by both administrative 

otherwise the objectives may become con- 
fused and the program correspondingly abortive. Private business 
organized for profit and whatever training may be 
secondary or incidental. The voca- 
tional-technical school on the other hand is organized for educa- 
vocational training in proper balance. Its primary busi- 
ness, therefore, is the development of human values, 

^ Obviously, then, the producing of commercial jobs is not the 

t ^°°^‘^ional-technical school and should never 
become a dominating factor in school outlook or oolicy. On the 

recognized for what they are, im- 
portant media of training, and not dismissed from mind merely 
ecause it can be shown that the school is not expressly engaged 

®®^®* practical phases of the 

training there is very evident relationship between the quality 

of the job and the kind of instruction the student receives. 
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II# iSPBCTS RELATED TO TEE PUBLIC INTEREST 



A# Schools Not in Competition with Private Industry 



An element which usually needs clarification in the public 
mind is the somewhat natural assumption that the vocational»tech~ 
nical school may be a threat to privately orgeuiizod business or 
industry because of the amount of commercial work it may do# 



This impression is further magnified if a school^ as a gen- 
eral practice, contracts for such work at rates considerably below 
usual prices# As a rule, however, this feeling grows out of gen- 
eral rather than specific information# An example will perhaps 
help to clarify the extent in reality of such competition# 



In a typical school shop, the toted amount of work done during 
a yw amounts to approximately ^^3,600#00. In the same area served 
by this school, there are six contractors in the field# Assuming 
that; each contractor secured an equal share of this work, it would 
amount to $600.00 each# Furthermore, it is well to remember that 
this same school emjdoys in its department two tradesmen who were 
trained as instructors, one of idiom had previously been in busi- 
ness as a contractor# Both of these men, if released from their 
prosent work might well enter the contracting field themselves 
thus Incrs&SB ths cosipstition to a much groatop oxtont than 
that ^represented by ttie school’s production work needs in this 
trade# In addition, most of the journeymen employed by these 
local contractors received their basic training in the trade at 
the vocational-technical school# 

B* ^oduction Work as an Aid to Training Costs 

Whether vocational train ing is provided by private industry 
puid for by private funds or carried on under public auspices 
and paid for by public funds, costs are in both cases evidently 
necessary# Contractors train apprentices on real work# In doing 
this, they achieve three general objectives i 

1# Provide valid training for the apprentice. 

2. Conserve material costs. 

3# Promote completion of the job. 



It is u^ikely that any employer would approve having appren- 
tices tj^ned on exercise work to be scrapped after complotion, 

^ S? e:^nslve ^ perhaps futile form of apprentice 
standpoints of materials, tine and htmani ralues. 
The vocational-technical school is in much the same positicn so 

^ concerned. The school needs real 

work to provide valid instruction and idien properly selected and 
organised such work results ins 




Value for the student in more effective training in 
less time. ^ 
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At the discretion of the school director, however. 

®*e®8ding $25.00 labor, may be 

of I 25 0? in excLs 

tL rf.:?? ^ ®*»a^68" basis require 

the further approval of the State Director of Voca- 

sih!!S Education. This exception will permit the 

to co»unity drives' ir WheTliira^U^^^^^^^ ““ 

B. Material Charges for Production Work 

When the school furnishes the materials used in m.nd„»+< 
wrk, charges wiU be at the school cost diL^ 20 « ,^?^“““ 

with personal traiS^p^IectT^te^htSs^^^^ t a?““f S“ 
cost plus a lOJ handling cWge. ® will be at school 

Ce Sales of 6.S Materials 

1* Sales of Stock Materials 

stock, not associated with 
^eduction jobs, shall be avoided except in minor 

Thnclrin^"*'"" “ 8»erge?cy^wLr. 

2. Sales of Books, Training Supplies and Tools 

tw2 shall’te“™df supplies and 

Production Work for State Department of Education Itaits 
ment tf*SltteraS‘trte‘’basef 

cost of materials only n^l^r^it,“^ charges made, on school 

expenses to be teelSS overhead 

tW school fo^ iSnl •*°“8 by a voca- 

the Public Works Ite^TOnt^SMneed^^^®® that authorized by 
ment. "eparument financed through a bond fund allot- 

E. Production Work for Stock 

teriaS,°^5ecte'iniltlLte3' ®®®*® 

authorized by thi director « *i“8s be 

the same, and at the discretion of completion of 

«-n 5 "-^^"S'SJSS.T.T.SnS.StS! 
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IV, CONTRACT IMPLICATIONS AND RESPONSIBILITIES 

A. All Production Work on Contract Basis 

It should be kept in mind that each production order when ac- 
cepted, regardless of size or character, constitutes a contract by 
the state with a customer , A customer may be any person, partner- 
ship, corporation or institution. In this connection, it should 
be noted that school employees or students having work done by the 
school are, therefore, to be considered as customers in the usual 
sense of that term, 

B. Responsibilities of Directors 

I^Irectors are responsible for all production work carried on 
in the schools under their charge and approval and general super- 
vision of such work shall directly or indirectly include the fol- 
lowing on their ports: 

!• Approved. 

a. Examination and approval of customer's credit, 

b, E^ination and approval of plans and specifica- 
tions including licenses and permits* 

c* Examination and approval of estimates and prices, 

d. Examination and approval of contract forms and 
procurement of required signatures. 

e. Approval of production order authorizing that 
the work be started* 

2, Supervision 

a. Follow up progress of work by frequent inspec- 
tions and instructor contact, 

b. Keep instructors conscious of need for follow- 
ing plans and specifications meticulously and 
in case of change, secure the owner's approval 
in writing for such change, using the pre- 
scribed form for this purpose* 

c. See that partial payments, if called for, are 
promptly made. 

d. See that instructional objectives and effective 
teaching methods are employed and good public 
relations maintained* 

e. Encourage prompt job completion and require that 
all production orders be completed in accordance 
with accounting procedures and forwarded to the 

Office of Departmental Administration for billine 
without delay, ® 



o 
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4 






12 



C« Ri^ponsibili'bi.Qs of IDistructors 

.. f" ^*'® manner, instructors are responetble te tk* tH i t t it I 

^r^r for carrying out their respoBslhiaUee la aeoerSm 
Kith policies and procedures as herein outlined and preeided. 

V. CUSSmCATION OF OHAROES AND DISCOUNTS 

.. safeguard values and estabUah reasonablB uni fowl 

an Pro^slons classification of eS^S^IhaUt^*^’ 

•U production worit coraaitment^-in the vocaU(awk!t^ii^ 

A* * Libor Charges 

!• ^bor Charges for Production Work UoverlQt «1X 

Conditions Except as Xndicatecl in Plmgnqpiio A2^ 3^ ^ 

^s price of labor for production work A t lj wo btaod so 
tha average journe 3 m .jn rate for tha partioular teada tm 

V f/i'f ‘ K2iidrs.s«it 

®f is a*.l 0 (;ed in order to cover tM^iae 

Md any conditions of inconvenience tolte tmT 

the addition:’ a-’ount of time required ^rTrfnialli ” i 
These rate : e to be estabUshJTS^lSSSlrf^Se^ 
tionaWechmcal Schools from infoxnatlon oktataad hm tka 
spools frca vhe area offices of tha ConiiaitlaiiA 
BBplojraent Serviceo (Rate schedule 

2. labor Charges for Production Work for 
Vocational-Technical School Studentaa 

Vo ^arge wiU be made to the atudant for labor on wo. 

^ots in wnnection with students* paraonal treiiiliia* 
these projects must be in line with the etodS^S^e 
^ ® J**^^*^S 02* trade, and are restrieted to tho 

trade in which he is enrolled* All other 
production work for students will carry the ene Itfxir 
Charges as those outlined in paragraph A.l* above* 

3. Labor Charges in Bart>ering, Beauty Culture and OreeMkliig flhope 

Pricss for work done in those shops will be In ecmfhM. 
ance with a unifom price list, bised on cJIiiiirSr^ 
established by the eohool and ap pr ove d by 
toe Bureau of Vocational-Technical Sehoole. mTSiS 

Ust should be revised, vfhen necessary, to oonfom with 
area price changes. 

Charges for ProducUon Wbrk for PhilanthroDio 
^ga^zations. Civic Groups, Town Boards of Xduoation 

iSStlfSucaUon^® 

work for this type of organliation 
tbove.^^ ** ^ PMVLgwqah A.1. 
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PBDDUCTION RATES 



The rates listed below were established by the Bureau ol Vocational-Technical Schools 
from infonaation obtained by the schools from the ai*ea offices of the Connecticut 
State Employment Service* In computing the labor charge for production woric the 
jiDiscounted Rate** should be used* 



Discounted 



Trade 


Gross Rate 


Discount 


Net Rate. 


Rate 




Aircraft Mechanic 


* 3.00 


$ .75 


$ 2*25 $ 


2*25 




Automobile Body Repair 


.3.00 


*75 


2*25 


2*25 




Automobile Mechanic 


3.00 


.75 


2*25 


2*25 




Bakine 










Barberine 




Approved price 11 st**^ 






Beauty Culture 




Approved price list*^ 






Caroentry 


J.35 


.6U 


2*51 


2*50 




Draftinc-Architectural 


3.00 


*75 


2*25 


2*25 




Draftine-Machine 


1^00 


*75 


2*25 


2*25 




Dressmaking & Homemakine-Sewinj; 


Approved price list*^ 






Electrical 


3.35 


.BL 


2*51 


2*50 




Food Services - Hmnemakine 


3*00 


^ 


2*25 


2*25 




Food Trades 




Approved price llst^ 






Fotmdrv 


3*00 


*75 


2*25 


2*25 




Industrial Electronics 


3.35 


.84 


2.51 


2i50 




l&chlne. 


3*00 


*75 


2*25 


2*25 




Masonry 


J3.35 


.BL 


2*51 


2*50 




Paintincr and Decoratins 


3*00 


*75 


2.25 


2*25 




Plumbing and Steamfitting 


3.35 


.BL 


2*51 


2.50 




Printing 


— 3*00 


*75 


2*25 


2.25 




Radio and Television 


_3.35 


.BL 


2*51 


2.50 




Screw Machine Ooeration 


3.00 


*75 


2.25 


2.25 




Sheet Metal 


3^5 


.84 


2*51 


2.50 




Tool and DiemakjLpe 


_ _3.35 


.84 


2*51 


2.50 




Watch, Clock, and 
Instrument 


3*00 


*75 


2.25 


2.25 




Welding 


- 3 >35 




2.51 


2*50 





In using the above established rates ^ the only variable factor is the estimate of 
time required to do the Job on the basis of Joumeynan hours* This factor should 
be carefully considered for each Job, and calculated on the basis of established 
estimating practices, procedures, principles, knowledge, experience and good 
Judgment* 

On Jobs where the labor charge computed as stated above would be less than $1*00, 
the minimum charge of $1*00 should be made without allowance for the 25% discount* 

♦Approved price list to be established by the school in accordance with the 
instructions on Page 19* 

♦♦Approved price list to be established by the school in accordance with the 
instructions on Page 12, Section A*3* 
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At the discretion of the school direetor, however 

#25.00 labor, may 

01^2^00 1«h i®*’®*’ ^ 9“99S 

? ““ ^’’9^ charge* basis require 
toe further approval of the State Director of Vooa- 

sto^ ejKseptioa will permit the 

to community drives’ ir to'itoiriiCa^uS! 

B. Material Charges for Production Work 

work,’^Jes Sm“to^he“cho^“o8^^^ 

wi?r^so5S to^5®p^jefto”^to®‘’ ^ »9“^«tion 

projects, the charges will ho «+ 
cost plus a 10% handling charge. ^ ^ ^ school 

C. Sales of 6.8 Materials 

le Sales of Stock Materials 

"®*9fi9ls^ft-oa Stock, not associated with 
p eduction jobs, shall be avoided except in minor 

ThrLS^o?®?””®?®*'®" “• 9“ s»erg^ncy ch^Lr. 

reLil "®^ ®**®““ “ »». engaged in * 

carry a 2^ ^ales shall 

2. Sales of Books, Training Supplies and Tools 

twS 8haU*te*Mda^ t®®"'fc’ supplies and 

handling ^e? ®® ®®®* 

Production Work for State Department of Jaucation ttolts 

»eat rf"^1tiorar^1o"“te®U:f IZ to“® ®" *5® 

cost of nwterials only no lah^n^ihff^ charges made, on school 
expenses to be included This other overhead 

tional school for nw ^ ^ ^oca- 

the Public Works DenartiSn+^J?^* Inciting that authorized by 
ment. Department financed through a bond fund allot- 

B. Production Work for Stock 

terlaS,“|;^oLots'l»®WrLJ;<^^^ **■* 

authorized by the director as st^ P^Poses may at times be 

toe same, and at the discretion of\hr*®*^h' «o“l<letion of 

■nay be sold at cle“anoe sSefr^toa o Erector, they 
made exnresslv c«r swes rates. Such projects may not be 

shall*ra'Lfrt^e totoi^a®?®*®^"' f^iee 

price obtainable in a competitive market. 



D. 



u 



play ^ 

items, which may be made ^om ^ earments, or aimilar 

al needs and Eposes. It Is +w PJ^ly for instruction- 

in material 4*^ XlL^ saI*#* * such items, it represents a savins 

«wwu» wv> vu6 school • 

pfereatiating between 

-bu-.. sss,r 



) 
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SECTION II 



RECORDING AND ACCOUNTING PROCEDURES 
I. GENERAL INSTRUCTIONS 



A * lii't'Poduc'feoi'y 



The preceding section sets forth the over-all philosophy 
S®*i®ral policies to be fallowed in carrying on production 
work in the vocational-technical schools which apply to all types 
of production work activltie:^* 



This section (Section II) deals spacii'ically with a unified 
system of recording and accounting whic* roi^t be followed in 

quoting prices, processing and completing 
pr^uction work of any and all kinds in the vocational-techn^al 

SCilOOXS • 



This system will require such records to be kept at the 
schMls as are necessary to convey information to the Division 
of Vocational Education and to the Office of Departmental Ad- 
ministration in the manner as hereinafter described. 



4 J?® customers and the keeping of accounts re- 

^ Office of Departmental Administration 

where these accounts will be tied in with the budgetary accounts. 

6, Controlled Forms 

ino stendard forms used for authorizing, complet- 

mTu^i. !.1 production worlc In the technical sohlils a]re 
pre-^umbsred and controlled for purposes of public audit. All 
such ^-numbered forms must be accounted for and if damaged or 

eent through channels in the regular1S» 
with explanation on all copies as needed, 

maintain k record of each pre^umbered 
in numerical sequence the pads received from the ^ 
Stockroom, and indicating the name of the instructor 
to idiom (Mch pad is issued. She must also keep a punning record 
sequence, showing the customer's name for mch pro-’ 
duction order number as it is issued hy the instructor. 

C. Retention of Records 

trnlifs^ records, idiether controlled or uncon- 

records and by law must be retained by the 
unit for thwe completed fiscal years. If the records tava 

during that period, they must bo further re- 
tained until the audit has been completed. 
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s. 



D* fies^^ibilitlos of tho Director la Seletinn 
Rroduetlon Work Actirltlei ““Mon to 

vlso super- 

in Section I, General Policies, It ahall hf +>1® 5*?“**^ “ outlined 
director to see that the w^tloL *'** “•'“I 

to- and he shall also <ne«JP+u“ ps’escribed are adhered 

schn™.- t-^ ^so itform the instructors and clerto »t. 

negotiating and closine eontr««ta^ dealtag with the custooers in 
quoting pilcerhas!d^ ^ perfonnlng work, and in 

He is also finally responsltar^r *^?!! S*th^ ^ instructors, 
all questions portalainff to th® customer in 

oaUed for hy the iob.^These*^asS!^S7??w spooificatlons 
either hjr direct dealings with discharge 

nation Of such 

Pr^uctlon Work for, and Sales to. 

Other State Department of Education ttilts 

^ perfoimed for, or materials ania +« -..v 

“‘.SS’ilSiS* ““ 

s; "" *“•« »» s. oTs; 

"• S! ““r“ “*u >••■• 

o<mpletion of the job or the manner. Upon 

sales slip will be forced to »*• «>« 

istratlon for processing. Office of Oepertinental Admin- 

P. Sales Tax Instructions 

ppodu^iM“^«s*Ld*'LSTrt^axM%.’^ charged on all 

BOB saxes Slips except for tho foUowingi 

1. Son-taxable SUes (Not to be included in -Gross Hecelpts- 

on Sales Tax Sstnm) 

Constr^lon of buildings (houses, saraeaa «t.- ^ 

'•P^« « iMtailation 
Barber shop sales 

Beauty Culture Sales 

2. Tax-exempt Sales (Jo be inclul^ m -Gross Heceipts- on Sales 

Tax Beturn and subsequently deducted) 

«o No exemption certificate needed 

Children's clothing 
Food products 

ffeals served la school under fi.oo 
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Sales to l&ilted States Goverxuaent^ State of 
Connecticut, or any political subdivision 
OP agency thereof, including public schools, 
police, fire departments, etc, 

b# Sxemption certificate required 

Sales to customers for resale 
Sales of materials and tools used and consumed 
directly in an industrial plant in the process 
of manufacturing, or directly in agricultural 
production, NQTfi •• Machinery and replacement 
parts are not exempt > 

Sales to exempt agencies - charitable and reli- 
gious organizations including those organized 
for scientific, educational, literary, histor- 
ical, or cemetery purposes, if the organiza- 
tion has furnished a valid exemption certifi- 
cate* NOTE - Church societies are not exempt s 

3* Computation of Tax 

a* Tax on new items 

When a new item is being produced, fabricated, 
processed, printed or imprinted by a vocational 
school, the tax is computed on the total amount 
charged to the customer by the school, regardless 
of whether the school furnishes labor only* or 
material and labor* 

b* Tax on repairs and installation 

No tax is charged on labor for repair work, in- 
cluding repairs to real estate, or for instal- 
lation of equipment* If the school furnishes 
materials, however, the tax is computed on the 
price charged the customer for materials. Also, 
if a now component part is made to effect these 
repairs, the tax is charged on the total cost of 
making the part, including labor and materials-* 

c. Tax on direct sales of matoials 

Sales tax shall be added tv> the selling price 
when making direct sales of materials* 

d* Quotation not to include tax 

The sales tax is never included in the price 
quoted on a Job* The quotation should state 
a given price "plus tax*. When the customer 
is to make payment, or when the order is to 
billed, the tax should be computed and added 
to the total price of the Job. 
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II* JCB SSTIM&TES (Form VT ?1) 

A. Purpose and Form 

Dlt ^ tripUcate aaS to sob- 

m Job EsMiwto" (Form VT 71 ) for all Jobs totaling *50.00 « 

** ***• dlseretim, Moulre formal 
estimates for production job« Af* Issmbo t''“+ 

this desirable or necessa^: 

The job estimate forms the basis of «»ti auotatlfinii nYtA /»«*» 

♦»•«» «»• “"«• a SS?iSf bS^Sd 

a he job estimate is accepted^ a vritten contract of suituhiik 

described U onUr^lT^tbt^ o«W 

«» job may be started. Conaeqnen^*lt 
important that Job estimates be prepared with con^iderrtle caJe. 

P*|sparatlon of Job estimates requires a clear under- 
standing of the character and extent of the work to^ 

suitable work guides idticb describe the Job.^^ 
materSls'^n^.’'!?^® repairing and similar Jobs where cost of 

s^ts?xr- SOSA'S " 



Specified operations after a troductlon 
Changed "Authorization f< 

Bt ft:«paration of '•Job Estlnate" (Form 7 £ 71) 



la prlSrf^&SS:*'"” ““““ ^ «*» 

1 . Fill in top of form giving cooiaete data as Indicated. 

®i!“ description of the Job. Snter 
S! sketches or ^na w^ch 

^ sketchM “ SsTdo 

writlns numbers, assign numbers to them, 

^ing cn the prints as well as on the Job ertimate 

vork gullorw^rl*^^ tl aS^g-S^St' 

*•** ?*»atltles of different kinds of materials 

waste mater^s*aa **” due allowances for such 

materials as may be usual to work np«vv...r«^*.^ *1 it 

e represented* ater on the form under *»Des!^ptlon 



CONNECTICUT STATS DEPARTMENT OF EDUCATION 
Divuion of Vocational Edneation 



FonnVT? 



JOB ESTIMATE 



Date. 



mm\ 



ScImoI No Shop Sbop No. 

Na»o Tol. No. 



>ESCMrrioN OP jobs 



DESCRIPTION OF MATERIALS 


avAirrmr 


SCHOOL COST 
PBR mflT 


ABfOUHf 


A 








































.t 
























r 

1' 








1 








c 

















TOTAL MATERIALS COST 



DESCRIPTION OF LABOR 



NVMBK] 
OF HOVl 



TOTAL HOURS LABOR 



[TOTAL MATERIALS COST $ 

total labor HOURS, AT 



PLUS MARK-UP 

PER HOUR $ 



TOTAL AMOUNT $. 
(DISCOUNT RATE'; $. 

TOTAL CHARGE TO CUSTOMER $ 



•lOMBD — INSTnUCTOR 



DATS 



APPROVED — DIRECTOR 



DATE 
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of ^terlals" a list of the materials needed, the unit 

total the Amount" column to arrive at the "Total 
materials Cost", 

the tot^ number of journeyman hours required to 
^ion of the project or each major 
ana ust this information under the heading 

‘’f*? in lower part of the form and 

T^«i eliarges for materials and for labor. 

Cujt L a ^ r *® determine the "Total Charge to 

6, C^plete the job estimate form by enterins the data and 
signature lAere indicated and promptly forward the fSst 
two copies of the form to the school director for his 
approval and action. The green copy is retained by the 

801 'Jenrod copy, when ” 

approved, will be returned to the instruotorr The 
canary copy will be placed on file in the “hool office. 

C » Indirect Costs 

dinan?® '*^68 should be made on the job estimate form for in- 

D. Issuance of Production Order 

If the total estimate is not over $100 nn +»ia 4 m« 4 . x 
may issue a production order t^L^S tte WpSS^^ee^^*^^ 
the goldenrod copy of the approved job esti^telor^!^^’^* 

form TO ‘"“d *•>» director shaU prepare 

lorm \ri 72 Quotation and Contract** to cover the -toH v 

toMttor Sth^h! “L***® ®^®“®'^ "Quotation and Contract" 
tether with the goldenrod copy of the approved Job estiMte 

E. Use of Job Estimate (Form TO 71) for Baking and Pood Trades Sho, 
le Baking Shop 

Vhould be based on^Sf oHnS^l^te'^lus 
end result being a price to ccTpet^'^Jh* tJ:Se“:' to 
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rec wring items, the job estimate form may be prepared 
on the basis of a typical batch. In such cases at least 
annually, a^ more frequently if necessary, these esti- 
mates should be reviewed and corrected to reflect changes 
in cost prices. 

2. Pood Trades Shop 

k job estimate form should be on file In the shop for 
each item sold to show how the selling price was deter- 
min^. This price should be based on the food cost per 
portion plw the usual 20^ mark-up. On recurring items, 
the job estimate form may be prepared on the basis of a 

annually, and more 

frequently if necessary, these estimates should be re- 
viewed and corrected to reflect changes in cost prices. 

See instructions for «Use of Cafeteria Facilities” for 
establishing prices for special meals idiere school facil- 
ities are used by an outside agency. 

^ a price for a particular item remains constant during more 

estimate form on \diich the price 

year auring wiich the price was in effect. 

F. Director *s Approval and Action 

involves suitable work for several 
^ the school, the director shaU see that the^ 

M concerned are notified and that the requisite data 
IS available to them for submitting estimates. When all estl- 

director fhall study thfsL^fo? *^ 

““f accuracy and for conformity to the established 
to te vork. If the estimates are fou^ 

copies in the space provided and take the following actions 

5100.00, he shall return the golden- 
copy of the approved job estimate to the instructtaTsAo 
may then issue a production order to cover the job. 

m f 5100*00. he shaU prepare Form 

Contract". When the signed wntract 
an received from the customer, the green copy of the 

tL *®sether with the ^iM^co^ o? 

who ifv ^ returned to the instructor 

who may then issue a production order. 

IIIo CUST(M'4ER*S FINANCIAL RBSPONSIBILm 

navmenr^^r^'’^'? ! contract with a customer, unless full 
P^nt is to be made in advance, the school should have evWe^ 
that the customer will he *Mo +« ^ ««ve eviaence 

the contractual1r»nie]TOnto^^ ®® ®*®*®^ 



o 
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C. 



A. Goreminental Agencies etsd Established Business Concerns 

eOTemniental agencies or for estab- 
*>'i^ness concerns with whim the school has tr^- 

either^v^h^ business may be accepted if authorized 
w „ by the customer's signature on a contract form or 

^ ®“ official of the 

B. Building Operations Contracts 

^ l»9“ reached with the cus- 
2 job the school will prepare the 

material/”™ customer the following 

residents as references, 
Blrector is well acquainted with the 

2, A letter from the customer's emjiloyer statins his 

9’crage wage, 2£fc 

3. A letter ^rom the bank cunfiining a construction 

stating the terms of the mortgage, 

S thf joir othffl- means S f inan- 

property, showing the vol- 

It tf the above daauMnta, 

c^noJ^“4*be“StL" “ financial risk, Z‘ 

as outline^^L: S“te"Sedf 
coUe^l^rt^r%i” constitute the greatest 

t.&s-,e?s*.s‘s-"irss “ ■*- 



O 



D • Credit jRatlng 

Application for Credit Rating** (Pom VT 7 n^ v»« 
prepared in trlplicata and tto ml™ ^ olLlI 3 ^-*” 
Bitted to the Office of Departmental Adminiatratlon, 



1 . 



2, The Office of Departmental Administration will obtalr 
the necessary information from the Hartford Credit 

departmental Administration viU retain 

o oanary copy to the school togeLr^iithtte 

credit r.^ot +kl I customer is a good 

credit risk, the contract forms may be completed. 

slr^^MM:**! *1 ^^^^l^ool for the credit rating 
tc the lul^LMte m“?rlSlSd^^ 



IV, TERMS (F PAYMENT 
A. Credit Basis 



B, 



a casf blsfr'?^ production work should be done on 

1* Established business concerns* It is iin^Avics-f*^^ * 1 . x 
IndiTidual who is in businl^ under 

maintains a good credit i*nt-tn» < 4 .v ^ name and vrtio 
j gooa creait rating in the communitv mav he 

considered as an -established business conc^-.^ 

2 • Governmental agencies 

3. State Department of Education employees 
Cash Basis 

must ^MVnlh*bJ^s’ls®fll^,®® ®*®*®'* voy«oat 

1. Contract jobs 

a. Payment in fuU idien contract is signed, or 



o 






CONNECTICUT STATE DEPARTMENT OF EDUCATION 
Division of Vocational Education 



fonnVTKa?« 



APPLICATION FOR CREDIT RATING 

REQUESTED BY 

(Name of School) 

*••*•••••«*-••••* •««<•.< I, <|<1<|1l*<*<lt**|<||||t||l*l*t 

( Name and Address of Customer) 

HAS APPLIED FOR CREDIT AS INDICATED BELOW; 

DESCRIPTION OF JOB: 



% 

i 

I 



DATE 






!f*r 






TERMS OF PAYMENT: 



INFORMATION ON FILE AT SCHOOL IS AS FOLLOWS: 



PLEASE OBTAIN WRITTEN-ORAL REPORT FROM THE CREDIT RATING BUREAU. 

(Cross off One) 



(School Director) 

FOR USE OF DEPARTMENTAL ADMINSTRATION 



THE CREDIT RATING BUREAU REPORTS THE FOLLOWING INFORMATION: 



SIGNED: 



er|c 







(For Office of D^t. Adm.) Date 
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b« Partial payments. Provision may be made for partial 
payments provided that a sizeable deposit is made 
^fore the work is started, and that the entire con- 
tract Is paid before the job is completed# 

2. Jobs not on contract 

a. Payment in advance, or 

b. Cash on delivery (C.O.D.) 

V. CONTRACTS 



A. Purpose 

The purpose of a Contract is to state the terms or 
hMis of m agreement, ttiloss both riPties have a clear 
underst^ing of rfiat is to be done and are in agreement 

concern^ toe costs involved, it might be argued that no 
contract exists • 

B. Production Order (Form VT 73) Used as a Contract 

exceeding 1100.00 the "Production Order" 
(Form VT 73) when properly made out and signed by the cus- 
tomer, coMtitubes a sufficiently satisfactory contract. 

In cases idiere an established business concern issues a 

order a duly authorized customer »s purchase order 
will be acceptable in lieu of the customer’s signature on 

0 ppoduc»ion order^ and the purchase order number vlll be 
inserted in the space prartded. 

C. Quotation and Contract (Form VT 72) 



^ f“ assess of #100.00, toe school office will 

^epare the "Quotation and Contract* (Form VT 72) in quaSu- 
plicate present it to toe customer with stmportins m«na 
a^ specifiMtions for his signature. Only three co^es of 

M required. In cases where 

an establish business concern issues a purchase order a 

d^ authOTized customer's purchase order will be acceptable 
signature on toe form, in which case the purchase 
inserted on all copies in place^of the 
^ total amount of the contract 

M *"^® director will sign the forms 

M the representative of the state without furtheTapprovS^ 
before presenting the forms to too customer for signrt^. 




CONNECTICUT STATE BOARD OF EDUCATION 
Divisin of Vocational Education 



Fonn VT 72 



QUOTATION AND CONTRACT 

THIS CONTRACT IS SUBJECT TO THE CONDITIONS STATED ON THE REVERSE SIDE 



School Address 

Contract No School No Production Order No. 

Customers Name ...Tel. No. 

Customers Address 



In accordance with your request and based on the specifications furnished, we quote the following prices for 
the work indicated. Your signature on this form indicating acceptance, will make this a contract. 

(Show Full Description of Work to bo Performed) 



■ 



Total Quoted Pwce $, 



Payment of the above amount, subject to any subsequent adjustments or changes authorized and agreed to hereafter, will 
be on the following terms: 

1. Payment in full when contract is signed and accepted ...... $ 

2. Payment in full within 30 days after completion of job ...... $ 

( This applies only to regular ‘‘Charge Account” customers ) 

3. Partial payments as follows: 

1st. When diis Contract is signed and accepted ...... $ 



2nd. 

3rd. 

4th. 



$ 

$. 






Final payment must be made prior to completion of work. Failure to meet payments when due, as above, will result in 
stoppage of work. 

IN WITNESS WHEREOF the parties to these presents have hereunto set their hands and seals to this and one or more 

other instruments of like tenor and date, this day of 19 

Approval of die Secretary is required on contracts 
in excess of $5,000. 

Approval of the Director, Division of Vocational Edu- 



cation is required on contracts in excess of $1,000. 

In presence of: (Witness for eadi signature) 

, Witness 

O , Witness 



CONKKCTICUT STATS BOARD OP BDOCATION 



DX9WIGS OP VOCATIONAId BDUCA*^^ 



, Secretary 

Director 

, School Director 
, Owner 
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D* Approval of Contracts in Excess of $1,000.00 

1* When the contract form has been prepared on jobs over 
$1,000.00, before affixing his signattire to the form, 
the school director will submit all four copies to the 
State Director of Vocational Education for his approval, 
together with one copy of the plans and snecifications 
covering the work to be performed, the job estimate, and 
credit bureau rating. If the plans and specifications 
are necessary to a full understanding of the work covered 
by the contract, the school should provide a proper place 
on the plans and specifications for the signature of the 
parties to the contract. If the contract is in excess of 
$5,000.00 it will require the further approval of the 
Secretary of the State Board of Education. 

2. If, upon examination of the proposed contract, the State 
Director of Vocational Education finds it satisfactory, 

he will place his signature on all copies of the contract, 
specifications and drawings, obtain the signature of the 
Secretary of the State Board of Education if such is 
necessary, and return the signed documents together with 
the other supporting materials to the school director. If 
the Director of Vocational Education does not aporove a 
proposed contract, the reason for such disapproval will be 
stated and sent with the contract form and related materials 
to the school director for corrective treatment or cancella- 
tion as the case may require. 

3. Upon receipt of advice from the State Director of Voca- 
tional Education, the director of the school shall advise 
the customer: 

a. that the contract is approved and ready for his 
signature; or 

b. that the proposed contract will require change; or 

c. that the contract is cancelled. 

E. Completion and Distribution of Quotation and Contract 
Forms (VT 72) 



After all copies of the contract, spei • .ications and 
related plans have been duly signed, the copies will be dis- 
tributed as follows: the salmon copy of. the “Quotation and 
Contract** with a copy of all supporting material will be given 
to the customer; the canary copy of the contract form with the 
siped copy of the supporting material will be filed in the 
school office; the green copy of the contract form with one 
copy of the supporting material and the goldenrod copy of 
the approved job estimate form will be given to the instruc- 
vhite copy of the “Quotation and Contract** form 
matftWal wiU be forwarded immediately to 
the Ox f ice of Departmental Administration# 



F. Partial Payments for Work in Process as Provided by Contracts 

nn .3! °°v is responsible to see that payments 

on contract jobs are made as specified by the terms the 
contract • 

vie PRODUCTION ORDERS (Form VT 73) 

A. Purpose 

•She "Production Order" (Form VT 73) is a work order 
issued by the instructor, and when approved by the Srector 
customer!^ instructor to perform production work for a 

Be Preparation of Forms 

legibility, in making out production 
orders, all data should be printed rather than written in 

must te^ncU c^- 

bon, changed frequently in order to secure clear copies. 

4 1 I?® "Description of Work" must be explicit and comnlete 

!!!! in excess of $100.00, the price must be 

ordance with a "Quotation and Contract" (Form VT 72^ 

FpoK - "Job 

(Form VT 71) approved by the director* 

in excess of 

?Po™ OT ^ supported by a "Job Estimate" 

IForm VT 71) approved by the director. 

3. If the job is under $50.00, the means of arrivina at the 
^ice quoted, i.e., estimated number of hours of labor 
mSet estimated charge for materials, etc., ’ 

production^oJdL! Provided on the 

In the case of the Automobile Shop, the Hadio Shnn 
similar operations, where the charge V^tSs or mr?^ 
cannot be determined in advance, the urlcr^ted shouU 

f^'n ^h^thl'i^r^ so’stated. l/^^^sc^^f s'to 

furnish th8 parts or materials, the price quoted should read: 






.labor, plus parts (or plus materials) and tax 



tax-^Lmor^heT normally be taxable, but is 

dicZtS? ' exemption certificate number must be in- 






26 



C. 



The tep^ of payment agreed upon should be checked In the 

"Quotation and Contract" (Form VT 72) 

In a V the pro^r authoSty 

the business establishment may sei^ in lieu of 

nnL« . ® on the production oSiS 

U^essowof these forms is on file, the cu^^^»s si^! * 

»»« Contract" 

ture, the wirds me"»1h:SdTwL|"g“' 

the space provided for the custoaer»s sl^t^e. ^ ^ 

^^®“® ^®** Repairs to State Cars for 
Other State Department of Education Units 

Quarterly production orders may be Issued at *thA ftAo-tM 
nlcg of each quarter for maintena^ wpatolTto state 

by trsC^^ 

125.00 must be corored bar an Indl 
vMual production order authorised by a state orter. 

D. Approval 

^r3r.rS-« ? S.1S1L-SS. 

first thTAA + ®n order, he will immediately send the 

with the goldeLod cop^of^ttllof 

the dlrector^’^pproTOl!^ ^ production order to 

B* Distribution of Copies 

copies ^^st three 

“”®* •* retained until audltT^ter 
approvax, the \dilte copy will be filAii «n+<«T +i.a <? ^uer 

the job in the office ^n 

canarv ^ ana tna salmon and 

enrod^copy of the together with the gold- 

JU1.W t.opy oi une Job estimate form, will be rAfnwo/i *v 

FlS untillhi^^Xtion of K K 

been m^e JU advance, the salmon copy will be receiuted Md 
given to the customer at the tine of sj^twe- rthe^sf it 
Will be retained and later reoelotufl a«S f?™® * 

at the tine of final payment! ^ ^ *® *^® «”®toner 
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VII. 






F. Work in Process (Open Order) File 

The canary copy of each production order will be re- 
tained by the instructor in a Work in Process File until 
the completion of the job# This file provides the instruc-* 
customer’s name, address and telephone number 
while the job is in process, and keeps him aware of the 
chronological secjuence of the jobs in progress. To insure 
good customer relations, insofar as possible, orders should 

be started and carried through in the order in which they 
are received. ^ 



VUm ORDERS (Form VT 78) 

A. Purpose and Form 

The "Plant Order" (Form VT 78) has two general pur- 
poses; first a commitment of state funds for an expenditure, 

® record of work performed by a school for 
itself on a production basis. 

The plant order is similar in form to the production 
order except that it is designed to cover and authorize 
internal work charged to a school’s allotment rather than 
to an outside customer and is issued by the school office 
and not by the instructor. The plant order must give a 
complete description of the work to be done, exceot in the 
the quarterly orders for maintenance repairs. That 

^®^ to list the material and other costs 
is similar to the production order form except that the mater- 
1 are listed at cost to the school with no mark-up. 

B. Use of Plant Orders 

of work- following types 



1 . 



2 . 



^ ^2 state-owned Building or Equipment 

or the Productioii of an Article of Equipment 

pi these instances an individual plant order must be 
issued for each specific job, and should clearly describe 
the work to be done. Plant orders should not be -»ssued 
for major items of equipment unless such items are in- 
cluded on the approved equipment allotment list. 

Maintenance Repairs to State-owned Buildings and Equipment 

beginning of each 

quarter for each shop by which repairs will be made In »n 
eMount sufficient to cover the estinmterSqSrmentf f“ 
the quarter. If additional funds are needed throughout 
the quarter, the plant order should be increased ^use 
of a purchase order change notification. 



V.T. Form 78 



[OOL NO 

DONE BY SHOP NO. 

rE OF ORDER 

TE COMPLETED 



CONNECTICUT STATE DEPARTMENT OF EDUCATION 
DivitioB of Vocational Education 



PLANT ORDER 



Name of School 



N? 1880 



FOR SHOP NO. 



DESCRIPTION OF WORK TO BE DONE ~ ISSUE SEPARATE PLANT ORDER FOR EACH MAJOR JOB 



FOR S.D.E. ONLY 



APPROPRIATION AND EXPENDITURE CODING 



YEAR 



UNIT 

NO. 



SFCT. 

NO. 



LETTER 



FUND 



AGENCY 



SPEC. 

IDEN. 



FUNCT. 



ACTIV. 



CHAR. A OBJ. 



MAJOR MINOR 



AMOUNT 



\ MATERIA 


L WITHDRAWN FROM STOCK 


DIRECT CHARGES PROM PURCHASE ORDERS, SALES SLIPS * P.C. VOUCHl 


BR8 1 


^ DATE 


REP. NO. 


AMOUNT 


DATE 


REF. NO. 


AMOUNT 


DATE 


REP. NO. 


amount] 


i 
















\ 

> 


♦ 

< 
















i 


f 
















i 

\ 


1 
















] 


% 

K 
















i 


1 


















•f 
















4 


5 
















1 






















































i 




















; 














total costs 




; s 

o 

i PRir 


IIGNBD ~ INSTRUm 


OR 


APPROVl 


3D — SCHOOL DIR] 


ECTOR — DATE 


APPROVE] 


D — STATE DIREC1 


rOR — DATE : 



28 



3« Msi/erifils for Automobilo Lstborfibories 

Quarterly plant orders may be issued to cover materials 
used for instructional purposes in the laboratory areas 
in the automobile shops. This enables the school to 
purchase the materials on the monthly blanket orders. 
The plant orders should read "To cover materials used 

y%AM.yvova j.u ouw automoDijLe j.sDora'Cory 
for the quarter ending on and should be 

c^ged as Instructional commodities for the automobile 
shop. 

4. Printing Jobs Done by a School for Its Own Use 

All printing done by a school for its own use must be 
covered by plant orders. The plant orders, however, 
must not be issued or the work started until approval 
xOT the printing hae been obtained in accordcuice with 
the established procedure. 

C. Estimates 



All plant orders must be based on job estimates prepared 
in the usual manner except that no labor charge or materiS. 
mark-up idll be included. Full study of the work to be done 
is essential and such study frequently requires that plans, 
specifications or other forms of working drawings be pre- 
pared. Plant orders need to be as carefully jd.anned and 
estimated as a production order since the cost of the plant 
order must be paid out of the school»s own funds, 

D. Allotment Charged by Plant Order Form 

Px?*'^ ®^®^ '7S) provides a space in th 

ture^CodLi"® form wMch is headed "Appropriation and Expendl 
ure Coding . In this space should be placed the appropriate 
accounting classification as follows: 




^ Sec. Igbtey Fund Agency Sp.Id . Func . Act . Maj. ^ 
50 0 7001 0 6 10 3 2C 




Sec. l etter Fjwd Agency Sp.Id . Func . Act . Ma.1 . Mir 
70 6.8 7001 0 6 14 3 2C 



Plant orders for automobile laboratory 



Fund Agency Sp»Id . Func . Act, M^, Min, 
In 13 0 7001 0 6 11 3 15 

4* Plant orders for printing .jobs for school uae 



Unit 

Fill 


See, 

Fill 


Letter 


Fund 


Agency Sp^ld. 


• 

o| 


Act, 




Min. 


In 


In 




0 


7001 


0 


6 


11 


3 


15 


Fill 


In 


30 


A 


0 


7001 


0 


6 


9 


3 


U 



As the plant order constitutes an actual commitment of 
funds against the particular account Indicated ^ purchase order 
change notifications should be issued to cancel any plant orders 
not used in order that the funds will be available for other 
commitments. 



Approval 



m plant orders are subject to the approval of the school 
director. If in excess of $100.00, the plant order must also be 
approved by the State Director of Vocational Education, except 
in the case of quarterly plant orders for maintenance repairs, 

XU orders, regardless of size, must be routed through 

the Office of Departmental Administration where they will be 
checked to see that funds are available in the proper allotment 
^ ^ fpre the work is started . The Office of Departmental Adminis- 
tration will be responsible to see that the approval of the 

State Director of Vocational Education is obtained where re- 
tjuirsd • 



Distribution of Copies 

Is prepared in qulntuplicate. The green copy is 
permanently bo^d and must remain in the pad and all cads must 

will be sent to 

the Office of Departmental Administration for approval and com- 
mitment as above outlined. If and when approved, the white and 
canary copies will be returned to the school office. The white 

until the completion of the job in the office 
pen Order File, and the canary copy will be forwarded promptly 
to the shop in which the work is to be done, where it will be 

retained ir the instructor »s Work in Process File until comple- 
tion of tl3 job, ^ 
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VIII, PURCHASES OP MATERIALS FOR PRODUCTION WORK AND RESALE 

A, Stock Materials 

1* Purpose and Character 

One purpose of carrying a stock of materials for 
production use is to facilitate processing of real 
jobs, plant orders and other instructional projects 
without undue delay. 

Another reason for the stock materials is to have 
readily available for sale to students, a reason- 
able supply of tools, texts or other special items 
required in their training. This is especially 
desirable in cases of hi^ly specialized mechanics* 
tools, trade handbooks, texts and other special 
supplies which are not generally stocked in local 
stores or supply houses. The quantities of materials 
to be stocked, however, must be governed by actual 
needs of the school in terms of reasonable turn-over. 
Ifeusually large quantities of stock should be avoided 
and slow-moving items sparingly stocked. 

2. Purchases of Stock Materials 

In making purchases of materials the instructor shall 
prepare a material purchase requisition and send it 
to the school office for the purpose of obtaining 
quotations . 

Material purchase requisitions must in all cases give 
a clear description of the materials to be purchased, 
and the names and addresses of at least three vendors, 
and all other information as called for on the form 
should be fully stated and supplied. 

When quotations have been received from vendors, the 
school office will review the quotations, check with 
the instructor if there is any question on specifica- 
tions, emd issue the purchase order. 

B. Direct Purchases for Jobs 

Materials needed for a production or plant order which 
are of such nature that they would not normally be carried 
in stock, may be obtained by one of the following methods; 

1. Blanket Orders 

Under the blanket order procedure approved by the State 
Supervi.sor of Purchases, the instructor may obtain daily 
deliveries from approved vendors within the amount of 
money authorized for any quarter. 



31 



2. Individual Orders for Specific Jobs 

Materials needed for a specific job may be purchased 
in the usual manner by use of a material purchase re- 

and charged directly to the production or 
plant order* 

3« Petty Cash Funds 

In an emergency petty cash funds may be used to pur- 
chase s m all items not ordinarily carried in stock a n d 
needed for specific production jobs. In such cases, 
the instructor should prepare a material purchase re- 
quisition in the usual way except that only one vendor 
need bp specified, and the words **Petty Cash Purchase** 
should be Inserted on the face of the form. 

C. Allotment Charged When Purchasing Materials for Production 
Work or Resale 



All purcteses of materials for production or plant orders , 
or stock, either by purchase order or from petty cash funds, 
must be charged as follows: * 



Sp.Id . Func. Act* Min . 

* 6.3 7001 0 6 14 3 15 

*Shop doing work or selling materials 

When bnylng for a specific job, the number of the produc- 
tion or plant order should be placed in the body of the pur- 
chase order. ^ 



IX. CHAHGE5 TO PRCDDCTION AND PLANT ORDERS 



methods are used to charge materiaas to produo- 
tion and plant orders: 

A. Materials Purchased Directly for Jobs 



® charges jdll be posted directly from the purchase 
o^ers or petty cash vouchers to the production and Slant 

“arked “Direct Charges from Purchase 
Orders, Sales SHps and Petty Cash Vouchers". The purchase 
order number or petty cash voucher number must be shown for 
each charge. It may be desirable to indicate the vendors* 
sales slip numbers on blanket order purchases; if so, this 

he listed in addition to the purchase o^er 

purchase orders or vendors* 
less cash discount if should be listed 

in the Amount" coliam on the production and plant orders. 
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If the q^ntities received differ from those shown on the 
ower, Jhe value of the quantities received, less cash 

scount if alloviyl y should be computed and the corrected 
rigures used, 

B, Sales of Stock Between Shops for Particular Jobs 

When materials needed for a BarticulAr inh ar*^ AKt*i**«‘* 

r*****- char^'ts 

or plant order my be made directly from the sales slip 
isswd by the shop selling the material. The sales slip will 

production or plant order in the sectira 

C, Material Withdrawn from Stock 

order to withdraw material from stock. Fc’*m VP 

quantity and description of the materials to be 
jrtt^am m accurately stated. The forms must be signed 

at whieh'tlm^J?'’ ^ **” inventory c^s 

t««. processing materials, such as glue. 

®*®*> in such amAT| fuanl 

each it would te Impossible to determine the cost of 

to^e^r* should be shown on the stock requisition 

»G1m, tape, etc.," or "Solder, sandpaper, etc.," 
a nc^nal figure based on experience for the 
particular chop and types of materials involved. 

each «qulsitions will be accumulated and tept with 

MraSlJSm^lSo^kaf*"* *“® >'®«8ing "Material 

The cffl^ copy of each TO 82 form will be foruardea iiiti. 
the pr^Mtion or plant order to the school office, at ifM^h 
t^ the director will approve the forms. Thr^lii co^of 

J«a, and all pads ^rb^^r^t^Ld 

D. Returning Unused Materialo to Stock 

4 V ®?*’^**8 the course of, and upon expiation of , a nroductlon 
job all unused material must be returned to stook and^ecorded 



Form Y.T. tS 

CONNECTICUT STATE DEPARTMENT OF EDUCATION 
Drrision of Vocational Edneatioa 



STOCK REQUISTION P>«e 



No.R 



Prodnetion or Plant Order No. 



Shop No. 



Project 



DSSCRlPnON 


illTAimTT 


UNIT COST 


TOTAL 


MATERIAL WITHDRAWN 












































































































































































































TOTAL CHARGB9 







MATERIAL RETURNED 

LIST BBLOW MATERIAL RETURNED TO STOCK* 



















































TOTAL RETURNS 







Signed 



Approved 



BSreetcr 



O 

ERIC 



Iiuitractor 
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at the foot of Form "VT 82 "Stock Requlelton" in the space 
headed "Material Retnrned". Material returned in this 
manner must be posted to the inventory cards and added to 
the balances on the cards* Such stock requisitions must 
be listed on the production and plant orders under the 
heading "Material Withdrawn from Stock", but identified 
as "Returns"* In this case, the cost will be entered in 
red in the "Amount" colunn and deducted from the total 
charges in arriving at the "Total Job Costs". 

E* Donated Materials 



When a customer furnishes materials for a Job, some 
of which are unused, the same should be promptly returned 
to the owner* If, however, a customer wishes to donate 
such surplus materials to the school, they must not be put 
^th the 6*8 stock, bub should be stored with the instruc- 
tional materials and used for instructional or maintenance 
purposes* 

F* Spoilage of Material on Broduction Work or Damages to a 
Customer’s A^operty 

In the process of production work, it sometime happens 
that materials are spoiled or damages occur to a customer’s 
property* Materials used for replacement in such cases, 
whether drawn from stock or especially purchased, will be 

charged to the 6*8 Fund and considered as costs of the nar- 
ticular Jobs* ^ 



Such materials must be listed and identified separateJy 
when entering the costs on the production orders, and the 
Reduction orders must bear a statement of eirolanation itnd 
Justification signed by the school director* 

X. AUTHORIZATION FOR CHANSBS TO JOB SPBCIFICATIOIB 
(Form VT 76) 



After a price has been quoted to a customer for work to be 
performed according to agreed specif icatiors, no changes may be 
m^e by the school director or instructor without the written 
authority aM consent of the customer* Form VP 76 "Authorisation 
for Change to Job Specifications" must be used even thou^ the change 
wiuhout proven authorisation may invalidate the contraetT^ ^ 

A* Preparation 



Form ^ 76 sha ll be prepared in quadruplloate inserting 

u V ©ailed for on the form. These change forms 

shall be numbered consecutively for each 1ob > a complete 
description of the changes to be made should be shown, and 
a«y Increase or decrease in the cost resulting from a parti- 
0^ change 18 to be adjusted in tiie sueceedlng pejmients as 
prwided in toe terns of payment of the original contract. 
W ooples of too form should be signed by the eustomer and 
instructor suid approved by the director* 






SHOP NO. 



DATS 



CONNECTICUT STATE DEPARTMENT OF EDUCATION 
DiTuioB of Vocational Education 



Authorization for Change to Joh Specifications 



Form VT It 



8CHOOI< NO. 



PRODUCmON 
ORDER NO. . . 



Customers Name Change No. 

Address 



Brief Statement of Original Job: 



The following changes are authorized in accordance with sketches submitted or changes shown on the original plnngj and 
it is hereby agreed that the original contract is amended herewith: 



J 






I :: 



J 



PRICE BEFORE THIS CHANGE 


LABOR 


BfATKRlALS 


TOTAL 


SIGNED — CUSTOMER DATE 








ADDITIONAL CHARGE 








SIGNED — INSTRUCTOR DATE 


CREDIT ALLOWANCE 








APPROVED — SCHOOL DIRECTOR DATE 


ADJUSTED PRICE 








APPROVED STATE DIRECTOR DATE 




Credit allowances in excess of $50.00, or changes wiiich raise total job costs over $1,000.00, require State Director’s approval 
Any increase or decrease in the cost resulting from changes is to be adjusted in the .succee^g payments as provided in 
the terms of payment of the original contract. 



o 
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B» Approval of State Director 



The approval of the State Director of Vocational 
Bd^atlon Is required If an additional charge Is to be 
made which increases the total amount of the order to 
more^than ^lyOOOaOO^ or if the adjustment consists of 
a credit to be allowed to the cust^ner in excess of ^50«00« 

we ->4^**“??’ 

^ /o, together with any necessary supporting data« will 
^ promptly forwarded to the State Direetor of Vocational 
iid^atlon for approval, after which all copies of the 
material will be returned promptly to the school. If the 
change is not approved, the State Director shall advise 
the school director, giving his reasons and/or advice. 

C. Distribution of Copies 



♦Vasa HA completed, as stated above, 

the Autho^zation for Change to Job Specifications’* be- 

contract and copies of the 
fom shall be distributed as followsj the salmon cony 
will be given to the customer; the white copy will be 
5?^arded ijmjdiately to the Office of Departmental Ad- 
mi^stration to be attached to the original contract form; 

jopy will be attached to the original contract 

be forwarded to the instructor. 



XI. ADVANCE PAIMENTS 

£• Handling of Advance Bsynents 



\fhen advance payments are received either in full or 
«s provided for under ’•TETOB OP PAIMENT**, the pro- 
, vill be presented to the school office to- 

the cash in the amount being paid by the custo- 

she will stamp all copies of the production 
^®te and sign each copy. The salmon copy 
wlU ba given S the customer aa^ 
Is a partial one, the clerk will 

*0 indicate partial 

Mcei^. In this case, a standard pre-numbored recel^ form 

J**® ®’“*omer. The same procedure will be 

until”f?nAi a'l^aquant payments on a production order, 
TOtil final payieat is made, at lAich time the salmon copy 

of the pro^tion order will be marked "Paid in Pull*. sSmsc 
and presented to the customer. * ^ 

Of deposit, these payments are listed on th« 
onder the heading "Advonce Payments", and the 
easterner's name jni^aduction order nimhor must 



be shown. On a production order idiere partial payments 
have been made in advance ^ the final peiyment must also 
be listed on the deposit slip under the heading "Advance 

Payment" in order to complete the transactions for that 
order, 

B* Mvance Pay^nt Refunds Due to Cancellation of 
Production Orders 

in the rare instance vdiere a job on vdiich advance 
payment has been made, or a portion thereof, is cancelled 
by a customer and a refund must be made, the foUowine 
procedure will applyi ^ 

1, Instructor's Action 

The Instructor shall prepare an "Authorization for 
Change to Job Specifications" (Form VT 76) stating 
the reasons for such cancellation. On this form he 
will indicate any portions of the work already com- 
pleted and show the total cunount to be charged and 
the amount to be refunded to the customer. This 
form (VT 76) when completed must be approved by the 
school director and signed by the customer in the 
usual manner, and the customer will be given the 
salmon copy of the form. The instructor shall 
then dispose of the remaining copies of Form VT 76 
and his production order copies in the following 
manner: 



a. If no work has been done or materials used 
and no charge is to be made, he will mark 
his own (green) copy and the canary (office) 
copy of the production order "Cancelled", 

b. If work has been started on the job, the 
instructor shall complete the production 
order for both materials and/or labor to 
the extent or percentage of work done as 
shown on the "Authorization for Change to 
Job Specifications", 

c. The instructor shall then attach the green 
copy of Form VT 76 to his own (green) copy 
of the production order, and turn in to the 
school office the canary copy of the pro- 
duction order with the canary copy of Form 
VT 76 attached, together with the ^ite 
copy of Form VT 76, 
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2* Clerk's Action 



Upon receipt of a cancelled production order on which 
an advance payment has been made, the clerk will check 
to see that the transaction has been properly handled 
as outlined^ above, present the forms to the director 
for api^ovai, and then proceed as follows; 

a. The canary copy of the prodiiction order with 
the canary copy of Form VT 76 attached will 
be filed in the school office files. 

b. The white copy of Form VT 76 will be attached 
to the white copy of the production order. 

The production order will be marked "cancelled" 
if no work was done, or will be completed in 
the usual manner for the amount of work per- 
formed as shown on Form VT 76. The production 
order, with Form VT 76 attached, will be for- 
^ warded to the Office of Departmental Administra- 
tion, together with a Hequisition for Reserva- 
tion of Funds charged to the school's 6.8 
allotment. Surplus Account. 

c. When the reservation of funds form has been 
returned to the school, the clerk will prepare 
an invoice payable to the customer on the state 
standard invoice forms. This invoice must show 
the customer's name and address, the reason for 
the refund, the dates and numbers of any deposits 
made on this order, and the amount due the cus- 
tomer. The invoice will be approved by the school 
director and forwarded to the Office of Departmental 
Administration for payment. 

XII. CUSTOMER'S DELIVERY RECEIPT AND OWNER'S ACCEPTANCE 



V 4 - possible, the signature of the customer should be 
oDtained and placed on the canary copy of the production order 
in the space provided on the form, as evidence that he has re- 
ceived the goods in proper order. 



In the case of building operations, the signature of the 
owner or his agent must always be secured before the work is de- 
ilvered into the possession of the customer • 

XIII. TREAT14BNT OF THE PRODUCTION ORDER WHEN JOB IS COMPLETED 
A. Instructor's Action 

a p^uction job is completed the instructor will 
make sure that job costs, less any cash discounts applicaW'^, 
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Hrjl? production order. 

* I adjustments due to change to job speci- 
compute the total price to the customer as 
including sales tax, if appU- 
mn,+ iL ^ “0 ®clcs is charged, the reason for this 
stated, or a tax exemption certificate number 
must be entered on the production order, unless it is 

nature of the job that it is 

of edScitiL ete!"’ ® 

Jhe instructor will turn in to the school office the 
ca^y copy of the production order with the payment re- 

.isxn.'s.'sz' “■ •“ '“■Eu™ 

salmon copy of the production order, 

B, Cleric *s Action 

mltta^+I! *'*® production order is sub- 

mtted to the school office clerk, she will check it for 

1oWn=? s°">Plsteness. She will make sure that the 

°®®** discounts applicable, that any 

TO^vlfwf ^ changes to job specifications (Form^ 

Selsl t^ thf omtS®’’®? increase or de- 

if applicable, has been added. She will transfer the costs 
0 e Waite copy of the production order and complete the 

attachments will be presented to the sca^ol dir- 
ector for approval. The clerk will then proceed as follows: 

When the Production Order is to be Billed 

The white copy of the production order, with a check 

^Pa^nt» "Record 

of Pajraent'*, will be forwarded to the Office of Dftr»r»+ 

mental Administration, and the canary c2yr4e?he^' 

With attactoents, will be filed in a penSig file dLi^-. 

nated as Production Orders in Process of Billing”, 

When the blue copy of the invoice is received from the 

cKe Administraticn, showi^^rf 

attaoLS tr. +K oilled to the customer, it should be 

production order and 
filed in the Completed Production Order Pile maintalnAfi 

cerned, when payment is received, it should be repftyjio/i 

the heading "Accounts Receivable” 
and show the customer »s name and production order number^ 



1 , 
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2. When Payment has been Included on a Previous Deposit 
tS%toi*+h^rL^Lnt\’"‘^!'*^°“ clearly marked 

attBcw-t- - "' ^ ™® canary coot with 

Proiu5^i^:”,^S;r?i^.*“““ i»»>.edlately in the Ciipleted 

’• as srs.‘cs3s 

£ ss S'a'r^".:: ‘i?,**>“‘* ■“■> •»>» 

duotion order, showing the denoSt ®®*’L 
to forv&rdeH iH+t» oposit slip number, should 

partSId^^tf^SSlij^ to the Office of D^. 

duction order ults «++ i.* canary copy of the pro- 

:?s.iS£s?s3:;.gra'?s! 

m. imuaaa mtanm omn w jcs b omiupb 

A* Instructor's Action 

»ake ^e tt»S^o°J^rco 3 ts“”Sss®f Ipstrictor will 

cable, are entered on the canary co^ol^tL^nl***?"*!)®*^^" 
compute the total costs for the 

plant order, toeether^th thl ''^® ®“®*^ ®®iy of the 

quisitions applying on the 1oh stock re- 
school office. *»“®d la to the 

B« Clerk's Action 

the sS“l*5?nS^e'cgrf w^ to 

completeness. She 

any cash discounts applicable ®“*® reflect 

white copy of the pSnt ortOT **?® ®®®<^® *® the 

tachments will be presented to *^® order and at- 

After approval, the m?e COOT of “PP«>’»>1. 

submitted to the Offi™ of nf~ ^ order will be 

billing, and the canary coot S^"^?wu^'^®*r'“on for 

in the Completed P1^0rd4r ^ attachments will be fUed 



W. STOCK PEOmCTION ORDiaB (TO 73) 
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eha^e or material mark-up wlU be shown. Judanent. however 
«?»>^«l-sed in issuing stock orders to see that r^dlly ' 
produced; otherwise the 6.8 Inventow nay be- 
8^ Witt ^alable goods. The instructor, \*enTs^ng 

tw w "JP ***® "*'<»■ Stock* in the space otc- 

*‘*® “’“*““*•'8 “«“e. Hhen the p^uctlon 
properly approved, the sane procedures wlU annlv 

S.'S.r »■». 

orHo-'t^’+i,!” r"r“^l“ material costs and submit the 

5u“:.is rri, * 

». 2’«S‘g.'SLS.“iS^^?Kr • 

Ths cXopk WilX piP688]l*t i/ll6 C8H8P7 COPio^ of J>n 

f torX jin^on ^Tym 

it has been deciledTo “ 

WI. MONTHLY PRODBCTION OBnBiy (px 73) 

A# Purposo and Us© 

ShoBs^**%^LMr.»^^B ^ confined to the following 

T ®J?® Beauty Culture, Baking, Pood Trades 

Lm<* &opam, and similar operations f or wM^ it^ 
ble to determine individual job costs. 



B. 



Procedure to be Followed During the Month 

ils^^ f ®?®*‘ “*“*•'* ® production order will be 

ttl^ntel **'® production activiUes 

2. Purchase orders tor materials needed will be issued the 
usual way and charged to the parti^ shj invS^<J? 

+hf^*“w" “^88 8lips (Form FT 754) 

f OT the cash sales made for that day. On these sales sUna 

sales for thn^d®®*"^ bo Indicate the cost of material. The 
tS grouped under each type of job and 

Z pric^o^y^^’t^ 



rtR 



o 
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4. pe ^les slips for cash sales wlU be turned in dally 
to the school office with the cash for deposit* 

5. The sdiool clerk will record the receipts in the usual 

deposit slip under the 
Incone**, gro^^ed hy shops, and indica- 
tiy the production order numbers, sales slip numbers 
and amounts- The v>i'*+.£k 4-u-. — ■»__ _-i « --- 

be submitted with the deposit slip* ^ 

6* Where credit must be extended, a separate ^ales slip will 
be prepared for each sale* The customer’s full name and 
address ai^ a full description of the services furnished 
oust be given, and the signature of the customer or his 
r^resentative should appear in the body of the form* 

+l!® submitted to 

the Office of D^rtmental Administration for billing* 

When materials stocked or produced in one of the above 
Mops is sold to another shop in the school, a sales slip 

indicating the shop from idiich a^ 
to which the materials are being transferred* 

Ifaterlals withdrawn from stock in these shops for instruc- 
tional proses will be written iqp on Form VT 75 **Material 
Charged to School Allotment®* This will include materials 
charged to instruction for spoilage, stales, etc* 

C* End of Month Action 



7. 



8 . 



!• At the end of the acmth a physical inventory of 6*8 mater- 
ials on hand in the shop will be taken* 

2* Immediately after the close of each month, the production 
order will be completed in the following manner: 

la the lower portion of the form, under the heading "Job 
Costs®, the COST OF SALES and SALES figures will S com- 
puted as follows: 



COST OF SALRS 

Inventory at beginning of month. 

Add: Purchases (Materials and Continuing 

Services)® 

Salaries (School Lunch Program only) 
Total 



"Include only those received during this month 



i 



o 
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3. 



Deduct: 



"Material Charged to School 
Allotnent" (Form VT 75) 
Sales to Other Shops 
Inventory at end of month 



COST OF SALES 



SALES 

Cash Sales 

Sales on Account 

(For School Lunch Program Only) 
Reimbursements from Federal Funds 
School Lunch 
l*6s s_ % Reduction 
Milk Sales 

TOTAL SALES 



"P ^ Offlee Of Depart- 

idndristration iniBBdiately after ttie close of Lch 

the^g^fs^^f foUo«lng attachments to support 



a. 



A list of the materials and continuing services 
received during the month, showing the purchase 
wder number or requisition for reservation of 
ftods niMber, the vendor»s name, and the amount, 
NOTE - ^terials received during July or August 
should be included in the September production 



®f the fon» VT 75 slips Issued during the 

c. A Ust of the sales slips representing sales to 
other shops during the month. 

d. A sttatement showing the amount of the end-of-the- 
mottM inventory (For Gchcol Lunch Program, this 
tti^t be separated by "Fo^d" and "Other"). 



e, 



t during the month, separated 

by "Cash Sales" and "Sales on Account", 
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FOR SCHOOL LUHCH FROGR&M ONLI (in addition to the above) 

t. A list of the salary charges for the month, itemized 
to show the employee's name, the payroll period, and 
the amount c (Include all student lunch personnel ex- 
cept the salary of the student lunch manager an d pay- 
ments for unemployment compensation)* 

g* A schedule distributing the monthly e 3 q)enditures 
as required for the monthly federal repecte* 

h* A set of special invoice forms (CO 17U!) requesting 
reimbursement from federal funds for school lunch 
and milk operations* 

i* Two copies of Form SLMIA - "Monthly Report for 
Federal Aid — School Lunch Program"* 

XVII* SALES OF MATERIALS (Form VT 75A) 

A« Use of Form 

This form, usually referred to as a "Sales Slio". is 
used in the following cases* 



1* Sales of materials to students and, in special cases o 
to customers* 



2 , 

3 , 



Sales of 6*8 materials to other shops within a sehool, 
Sales of finished goods from stock* 



sales of commodities and services in the Food 
Trodes, Baking, Beauty Culture, and Barboring shops, 
and th® School Lunch Program# 

5* Sales of scrap 6*8 inventory materials* 

6* Minor production jobs not exceeding |5*00* 

. sales slip (Form VT 75A) should not be used for 
saxes of regular school junk, sales of property, or any 
other Gonerja Fund receipts, as these are not transa^ons 
of the 6*8 fund, and the sales slip form applies only to 
that fund and its activities* 

B. Direct Sales of Materials 

.-U materials should be confined to actual 

school aM student needs. Betail selling to the general 

public should be avoided ejceept in special cases, as stated 

BhoSd materials 

sho^ be reported on *Sale8 of Materials* (Fom VT 75i) as 



Form V.T. 76A 



CONNECTICUT STATE DEPARTMENT OF EDUCATION 
DiTition of Vocational Education 

SALES OF MATERIALS 



No.SS 



Terms as checked: C.O.D. 



30 Days 



Contract 



Sold To 



Address 



School No. Issued By Shop No. Date 
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1* Form IT 75A is made out in quadruplicate* 

2* The clerk or instructor making the sales viU enter 
the name and address ot customer ^ the school and shop 
making the sale^ and the date^ in the spaces provided 
at tiie top of the form* In the case of a variety of 

Ww «» aavliuwM vx evuuOUVOe VUO WUrCl **Sl*liaell%S** 

may be inserted in i^ace of the nam*. and address of the 
customer* 

3» A description of the materials sold, the quantity, unit 
cost, total cost, and amount of sale (school cost plus 
mark-up) will be entered in the proper columns* 

4* The "Total Cost" and "Amount of Sale" columns will be 
totaled and the sums recorded on the lino identified 
as "Totals"* 

5* The sales tax, if applicable, will be entered on the 
line provided and the "Total Sales" shown* If the 
sales slip is used for a group of sales to individual 
students, the sales tax may be listed after each entry 
\diere tax applies, in idiich case the total of all tax 
items will be shown in the space provided at the foot 
of the form* . If no sales tax is charged, the reason 
for this must be stated on the form, or a tax exemption 
certificate nimber must be indicated, unless it is 
easily recognized from the native of the sale that 
it is not subject to tax, saeh as sales for the 
Beauty Culture and Barbering Shops, etc* 

6. All sales of materials should be on a cash basis, ex- 
cept as noted in paragraphs B* 7 and S below* When 
the foras are completed the total amount of sale will 
be collected from the customer, and all copies of the 
sales slip will be marked "Paid" and carry the date and 
signature of the person accepting payment* The salmon 
copy of the sales slip will be given to the customer as 
a receipt, except in instances idiere more than one cus- 
tomer is recorded on the sales slip, in idiich case the 
salmon copies will be destroyed* The white and canary 
copies of -sach sales slip with the cash will be turned 
in daily to the school office* The green copies of all 
sales slips will remain in the pad, and all must 
be retained until audit* When depositing the funds, 
the school clerk will list these receipts on the de- 
posit slip under the heading "Cash Sales" and the white 
copy of each sales slip will be attached to the deposit 
slip* The canary copies of all sales slips will be 
filed in the school office* 



o 
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7. If materials are sold to another unit of the State 
Department of Education, the unit ordering the mater- 
ials will follow the same purchasing procedures used 
for purchasing from an outside vendor. The unit making 
the sale will then issue a sales slip in the same manner 

as to an outside customer except that such sales will be 
filo COsii Dries • • 

« Vjoaorao. rvilcies Section 

bince these sales are not for cash, the word "Invoice" 

marked on the face of the forms along 
with the purchase order number. The instructor will 
^5?? transmit the white and canary copies to the school 
office clerk will forward the white copy to 
the Office of Departmental Administration for billing 
and file the canary copy in the school office files. * 



8 . 



Occasional sales may be made on a charge basis to con- 
cerns who have established credit with the school. These 
sales will be handled in the same manner as for other 
^its of the State Department of Education, except that 
^ subject to a material mark-up as stated in 
the General Policies Section. The person receiving the 
p^s should be required to sign the sales slip in the 

payment is received, the amounts 
spuld be listed on the deposit slip under the heading 
pcounts Receivable" and show the caetomer*s name and 
the sales slip number. 



C. Sales t<^ n+.liAT* TJ4 



Within the School 



a » + necessary for one shop to purchase 

order to complete a produc- 

ials in si^cV ® oerrying special mater 

ai™,.t transaction wiu be treated the same as a 

?? the sale, the customer being th 

nf Pjn'Ohaae. All such sales will be at cost uric 

of materials to the school, without mark-up. 

The shop making the purchase will treat the transaction i 

tt ® ®^®r and record tte sale 

tion a^unt in the space provided on the produc 

we“ ScLa:ir“® 



D. Sales of Finished Goods from Stock 

Sales of finished goods from stock will be made in the 
same manner as direct sales of materials except thatj 

®®"®'°^ ®“d school 

personnel as well as to students. 



o 
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F. 



G» 



3 . 



The description of the article sold most include the 
production order number under idiich the article vaa 
originally made. 

The cost shown on the sales slip must be taken fi-caa 
the inventory card^ idiieh may be over o** the 

selling price as provided in the General Polikea 
oection* 



E. 



Dally Sales to Shofs Oiling Monthly Production Order Procedure 

"Sales of Materials" (Form VT 754) Is also used to re- 

*>y **>e Pood Trades and Baking Shops 
a^ School Limch Program, as well as sales of services to 
the Beauty C^twe and Bartering Shops. The procedure to 
these cases differs from that used in direct sales as follows 

** prepared daily for the sales made 
grouped under each type 
<»kes, etc., or job, i.e., 

Mnent w^s, shampoos, etc, and the total quantltnnd 
total selling price for each typo of items nay be shown. 
It is not necessary to indicate the cost of materials for 
these items as this is done on a monthly basis. 

2. The white and canary copies of the sales slips will be 
/e office daily with the cash for 

coSernf® *^®athly Production Orders*) The Salmon 
copies of these sales slips may be destroyed. 

Sales of Scrap 6.8 Inventory Materials 

f Materials* (Form VT 75A) should be used for 
invento ry materials ^en sold for 
crap. This would apply to such items as ends of steel or 

fw rtic" ^ ^ “aterials which were originally purchaaed 

Jttnor Production Jobs Not £xceed.ing $5.00 

The sales sHp (Form VT 75-A) may be used in place of 

not S'lxcesrof'lroo''^ reporting minor production jobs 
WK Of $5,00. In such cases the sales slip replaces 

therefoM**^th^i^?“ requiaition form^ 

ther rfor e, the infraction which would normally appear on each 

of theee forma uuat be abown on the aalea aU^ 

**»* “d addreaa of the cua- 
J complete deacription of the work to be per- 

v*"® ahould be ahown as a aeparate item, 

loiTiirfth *h ® COTpleto listing of all materials used for the 

tK “filing, Pfise each item. The sales 

T>ax will be added in the usual manner. 



will. 



f™. ® “Strlbutira of the copies of the sales slip when used 

^ 2 ^ outUned under "Direct 

Sales of Materials**. 

CHARGINS PROM 6.8 STOCK TO SCHOOL ALLOTMENT (Form VT 75) 

A. Instructor's Action 

A A to withdraw macerlals, books or tools from the 

b.8 stock for school use, the instructor will prepare **Material 
Charged to School Allotment** (Form VT 75) f illlng^all tS 

exception of the spaces 
below the signatures. In the space at 
form marked >»Credit Shop Mo." will be sh^ the 
n^ber ®f the shop from whose inventory the materials are to be 
^ken. The shop for which the materials are to bo used will 
® f left-hand margin headed **Charge 

^ forwarded im- 

^11 office. The green copy of each form 

will remain in the pad, and all pads must be retained until audit 

B. Clerk’s Action 

instructor, the clerk 
the spaces at the foot of the form ii accordance 
^ Instructor in the column 

sohnni la enter the commitment to the 

f i ® ^otments on the »*Allotment Record** (Office Form 31) 

direcwlS^ ** 

C# Distribution of Forms 

canary copy of tha fona for the 

’rtll forvard the »*ite and pink copies to the 
Office of Departmental Administration i«- o wie 






FORM V.T. 76 

CONNECTICUT STATE DEPARTMENT OF EDUCATION 
Division of VocntionnI Ejucntion 

MATERIAL CHARGED TO SCHOOL ALLOTMENT 

School No. Credit Shoo No. 



No.SA 






Cfeanre 

Skop 


— 

DESCRIPTION 


Rraantlty 


Halt Cost 


Total Coat 
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Issued b7 — lastnkctor 



ApproTCd hy BIrector 



FOR S.D. E. ONI.' 




APPROPRIATION AND EXPENDPTORB CODING 


AMOUNT 


Tear 


Unit 

No. 


Sect. 

No. 


Letter 


Puid 


Aseaer 


Spec. 

Men. 


Fonet. 


Aettr. 


Char. A OkJ. 


Msjor 


Bfinor 
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SECTION III 



CONTROL OF 6.8 INVENTGRX 



I. RESPONSiBILlTr FOR CONTROL OF STOCK 

Ths instrueter, by atx&hority delegated to him by the school 
director, is responsible for the control of the 6.8 inventory. 

He is expected to see that the physical control of the stock is 
properly maintained and that the necesscnry forms for withdrawals 
^e cor^ctly issued so that year*end adjustments between the 
physical count of stock on hand and the inventory records will 
^ kept to a minimum. Spot-checks of fastnnoving items should 
be mde periodically throughout the year to test the accuracy 
of his methods. ^ 

II. PHXSICAL CONTROL 

All stock materials purchased through the 6.8 Fund must be 
se^gated in such a manner that they will remain separated from 
instructional materials. 

PBRIETUAL INVENTORY RECORD (Form VT 83) (Alternate Form VT 15) 

A. Maintaining of Records 



Except in those shops where the monthly production order 
procedure is used, a perpetual inventory record of 6.8 stock 
i^terials must be maintained for each shop on either Form VT 
83 or Form VT 15. Form VT 83 is a card record kept in a file 
drawer, whereas Form VT 15 is a visible type record designed 
for Post-Lodex equipment. ” 

A separate card will be set up for each stock item, 
where charges are made for miscellaneous materials, however. 

?- ^ group of materials (not more 

than four items) handled in this manner; for instance, "Glue, 
solder, tape, etc.". In these cases, the card will list the 
PhTSical comt of each type of materials on hand at the be- 
giit^ng of the year, the unit cost and the total value, ar— 
riving at an over-all total value of all items on the card. 
The vantries throughout the year will be made in money value 



B. Recording Receipt of Materials 



When ^terials are received for stock, they will be en- 
twed on the stock cards, showing the date, reference number, 
and quantity received, arriving at a new balance (quantity) 
on hi^. The unit cost of the new shipment will be compirted, 
deducting the cash discount if such was allowed on the pur- 
ctose o^er, and the new cost will be entered on the card. 

If mateidals are on hand from a previous purchase at a dif- 
erent unit cost than the new purchase, the unit cost must 
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k^ootrv om ARriCLr 


OCSASTMtNT 


MAXIMUM 


MINIMUM 
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Form VT15 



_er|c 

Ksb 






For-n VTo3 Connecticut State Department of Education 

6.8 STOCK RECORD 

SCHOOL SHOP * 

VS.\DORS 



MATERIAL 

SPECIFICATIONS 



Date 



Reference 

Number 



Unit 

Cost 



Received Disbursed 



Balance 



Inventory Cbecked 
Date By 



Date 



Reference 

Number 



Unit 

Cokt 



Received 



Disbursed 



Balance 
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be changed to an "average* cost; for examples 

on hand 50 lbs. steel e .15 
purchased I25 lbs. steel e Jg 
new to^ on hu^ - 175 ibs, fop 



♦ 7.50 
22.50 
*30.00 



new unit cost ($30.00 divided 175 lbs.) « .IT^per lb. 
C. Becording Withdrawals 

AH withdrawals of stock must be oosted daiiv 

^ „ a, STr.*? 

SS S?S; « ». »- 

IV. PHJSICAL INVENTORIES 

take/of‘fi?T«^° ^ '*“■» * Physical inventory must be 

must repreLt 

me cud record mr Not be rem m S ■“ ^ 

the bali^ colW ^ Inventory and in 

s4tsr ,s s: “ 

sss's-;.,“S5 s^t-sistiis £ 

determined and entered on the card. '"sine of all itmus 

V. DBPOSAL OP OVER-STOCKED OR (ffiSOLEPE MATiaiTSTg 

^ s^.s'.rsiicrsr; J:ui5rs iT'.srs- - 

may become overstock^*w o^Ste!*” materials 

SrS^rSff^S^^ ^ »sur- 

8i>proval for disposal of the materiaS*****n^°^ *^questing 

iroved -Request for Sale* a sSer^n‘«i^LT*^PS ***• “P^ 
vay. The inventory value of the mAt«J<rT'^ be issued in the usual 

c... „ 2. SLtuT-"^ js “ 



INDEX 

A 

Acceptance, owner »s for building operations 
Accounts: 

charge, for customers: 

general policy • • • • • 

on shops using monthly production orders • 
production orders on . , , , 

records to be kept for • • • • 

sales of material on * , , , 

Advance payments on -reduction jobs: 

deposits of 

handling of 

handling of completed production orders on • 
refunds of, due to concellation of production orders 
approval of, by director • • . 

clerk»s action • • • . . 

instructor* s action .... 

preparation and processing of customer's invoice 
Allotment: 

charged by plant orders 
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36 



22 

40 

37 
15 
44 

34 

34 

38 

35 
35 

34 

35 

28 



charged when purchasing materials for production work or resale 31 






charging from 6,8 stock to school 
Approval: 

by director (school), required for: 

advance payment refunds • • , 

authorizations for changes to job specifications 
contracts •••••, 

extension of credit to customers • , 

job estimates • • • . . 

over-all , 

plant orders • 
production orders 
quotation and contj*act forms 

sales prices on stock orders - - , , , 

by secretary, state board of education required for’contracts 
by state director, required for: 

authorizations for changes to job specifications 
contracts • . , 

plant orders • , , 

quotation and contract forms 
Author! zati ons : 

for changes to job specifications 
approval of: 

by director • 

by state director 
distribution of copies , 
preparation of forms , 
for production work, general - . • 

Automobile laboratories, plant orders used to purchase 
materials for • . . 

B 

Baking shop: 

job estimate form used for , , , 

monthly production order procedure to apply to* 
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36 

34 

24 

22 

19 

11 

29 

26 

23 
13 

24 

33 

24 

29 

24 



33 

34 
34 
33 
10 

28 



19 

39 



INDEX 
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Barbering shop: 

labor charges for • • . • , 

mon.'thly production order procedure to apply to 
Beauty culture shop: 

labor charges for • • . . , 

monthly production order procedure to apply to 
Billing: 

of production jobs . . , , , 

of sales of materials • • . , 

to customers 9 to be done by office of departmental 
administration • • . . . 

Blanket orders: 

used for direct purchases for jobs , , 

Board of education, state, units of, charges for: 

general policy 

statement of procedure • • . , 

Boards of education, tovni, labor charges for • 
Books, sales of, to students • • , , 

Building operations contracts • • • , 

Business concerns, established: 

extension of credit to • . • , 

financial responsibility of . • , , 

Business concerns whose financial responsibility is 
not known • • • . , 

C 

Cancelled production orders on which advance payment 
has been made • • • * • 

Cash discounts on purchases, method of handling . 
Cash sales: 

on individual production orders • • • 

on monthly production orders • • . 

on sales slips • . . . . 

Changes to job specifications, authorization for: 
approval of: 

by director 

by state director • • • , , 

distribution of copies • • • • 

preparation of forms • . • , , 

Charges : 

classification of: 
labor charges: 



for all production work except as indicated below 
for philanthropic organizations, civic groups, 
town boards of education, and agencies of the 
state other than the department of education 
for vocational school students • • , 

in barbering and beauty culture shops • , 

for state department of education units . . 

for stock production orders • • , , 

material charges ••••,] 
to production and plant orders: 

damages to customer’s property • # , , 

materials purchased directly for jobs , , 

materials withdrawn from stock • • , , 

returning unused materials to stock . . [ 

sales of stock between shops for particular jobs . 
spoilage of material on production work • , 



12 

39 

12 

39 

37 

44 

15 
30 

13 

16 
12 
13 
21 

22 

21 

21 



35 

31,32,36,47 

38 

39 
43 



33 

34 
34 
33 



12 



12 

12 

12 

13 

13 

13 

33 

31 

32 
32 

32 

33 



INDEX 



Charging from 6,8 stock to school allotment • . , 

Civic groups, labor charges for • • • . • 

Competition with industry, schools not In • • . 

Completed plant orders, treatment of: 

clerk»s action , , . . • , , 

instructor* s action , • • , , , 

Completed production orders, treatment of: 
clerk *3 action: 

when full payment is recorded on deposit slip being 
submitted with the production order • • , 

when payment has been included on a previous deposit slip 
when the production order is to be billed 
instructor »s action 

Contract basis, for all production work • 

Contracts: 

approval of: 

by director • , , , 

by secretary. State board of education 
by state director 

distribution of copies • • • 

for building operations • , , 

partial payments on • . , , 

production order used as • , , 

purpose , , , , 

quotation and contract form • , 

Control of stock, physical 
Control of stock, responsibility for , 

Controlled forms , , , , 

Costs: 

indirect, on production jobs , , 

of training, production work as an aid to 
school: 

on production and plant orders • 

on sales of materials • , , 

on shops using monthly production orders 

Credit: 

extension of: 

approval of director required on • 

general policy , , , , 

rating . . , , 

Customers: 

billing to, done by office of departmental administration 
definition of .... 

delivery receipt , , , , 

financial responsibility . 

property, damages to , . , , , 

refunds to, of advance payments on cancelled orders 
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12 

9 

38 

38 



38 

38 

37 

36 

11 



23 

24 
24 

24 
21 

25 
23 
23 
23 
47 
47 
15 

19 

9 

31 

43 

40 



22 

22 

22 

15 

11 

36 

20 

33 

35 



Damages to customer *s property • • , , 

Deferred Income, used as heading in depositing receipts 
on monthly production orders • • • , 

Delivery receipt, customer *s • . . ! * 
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Doposll/ • 

of advance payments on production Jobs , , 

of cash payments on production Jobs • , , 

of cash payments on sales of materials • , 

of deferred income, used on monthly production orders 
of payments on account • * • , , 

Direct purchases for Jobs: 

by blanket orders • • . , , , 

by individual orders for specific Jobs • , 

by use of petty cash funds , , , * 

method of charging to production and plant orders 
Direct sales of materials • • • , , , 

Director (school): 

approval by, general policy • • . , 

approval by, specific, required for: 

advance payment refunds . • , , 

authorizations for changes to Job specifications 
contracts . , 

extension of credit 
Job estimates • 

plant orders • • 

production orders • 
quotation and contract forms* 
sales prices on stock production orters • i 
responsibilities of: 

follow-up of partial payments on contract Jobs 

general policies 

supervision by, general policies , , , 

Director, state, approval by, required for: 

authorizations for changes to Job specifications • 

contracts . , 

plant orders . • , , ... 

quotation and contract forms • • • * 

Discounts : 

cash, on purchases, method of handling 
customer, classification of . ... 

Disposal of over-stocked or obsolete materials . ! 

Donated materials .... 
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Employees, work performed for . , 

Equipment, production of, plant order used for 
Equipment, repairs to plant order used for 
Established business concerns: 

extension of credit to . . , 

financial responsibility . . , 

Estimates on Jobs: 

approval of, by director . 
director »s action on . . , , 

indirect costs, charges not made for * 
general policy .... 
plant orders based on . . . 

preparation of forms ... . 

production orders based on . . 

purpose and form .... 
used for baking and food trades shops 
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Financial responsibility of customer • • 

Finished goods ^ sales of^ from stock • • 

Food trades shop: 

job estimate form used for • • • 

monthly production order procedure to apply to 
Forms 9 controlled , pre->numbered • • • 



G 



General: 

fund receipts 9 sales slip not used for 
public, direct sales of materials to 
Governmental agencies: 

extension of credit to • • • 



Indirect costs on production jobs • • • 

Individuals : 

extension of credit to » • • • 

financial responsibility of • • • 

Industry, schools not in competition with • 
Instructor, responsibilities of: 

control of stock • • • • • 

general policies • • • • • 

Inventories: 
physical: 

monthly, in shops using monthly production 
yearly, of 6,8 stock in all shops • • 

recoitls, perpetual, for control of 6,8 stock: 
adjustment ot physical inventories* • 

maintaining of records • • * * 

recording receipt of materials • • 

recording vithdravals of materials * 



orders 



Job estimates: 

approval of, by director * * 

director’s action on • • * 

general policy • • • * 

indirect costs, charges not made for 
plant orders based on* • • 

preparation forms • • * 

production orders based on* * 

purpose and form * * * 

used for baking and food trades shops 



Laboratories, automobile, i^ant order used to purchase 
materials for * * * * 
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Labor charges: 

for agencies of the state other than the state department 



of education . . 12 

for all production work excej^t as otherwise indicated . 12 

for civic groups 

for philanthropic organizations • • , . • 12 

for town boards of education 

for vocational school students ••••,, 12 

in barbering and beauty culture shops • • . , 12 

not made on production work for: 

* 13,39 

units of state department of education • • • 13 

Law governing use of industrial fund 7 



M 



14aterials : 

charges to customers for, general policies . 
customers may supply, general policies • , 

customers, spoilage of 

donated 

m^hod of charging to production and plant orders: 
damages to a customer’s property • • • 

materials purchased directly for jobs . . 

materials returned to stock .... 
materials withdrawn from stock ... 
sales of stock between shops for particular jobs 
obsolete, disposal of . . . . , 

over-stocked, disposal of . . . , 

purchases of, for production work and resale: 
allotment charged when purchasing materials 
directly for jobs: 

by blanket orders . . . , , 

by individual orders for specific jobs . 
by use of petty cash funds . . 

requisition used by instructor for . , 

stock materials 

returned to stock, method of crediting to production 
and plant orders . , , , , , 

sales of: 

between shops for particular jobs . , 

daily, in shops using monthly production orders 
direct 

finished goods, from stock . . 

on account 

sales slip form not used for General Fund receipts 

scrap 6.8 materials 

stock materials 

to other units of the department of education 
use of sales slip form for . . . • 

spoilage of 

supplied by customer, general policies , . 

supplied by school, general policies. . , 

withdrawn from stock, method of charging to production 
and plant orders . , , , 

Minor production jobs, not exceeding $5.00 
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Miscellaneous processing materials: 

method of carrying on inventory records 
use of nominal charge for • • • 

Monthly production orders: 

end of month action .... 
procedure to be followed during the month 
purpose and use 
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Objectives, school 

Obsolete inventory materials, disposal of 

Open order file 

Overstocked inventory materials, disposal of 
Owner *s acceptance, for building operations 



8 

48 

27 

48 
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Partial payments, director is responsible for follow-up of 
Payments : 
advance: 

deposit of 

handling of 

refund of, due to cancellation of production orders: 
approval of, by director . . , , 

clerk’s action .... , , 

instructor’s action ... . . 

preparation and processing of customer’s invoice 
terms of 

Perpetual inventory record for stock control: 

adjustments to physical inventories ... 
maintaining of records ... . , 

recording receipts of materials 

recording withdrawals of materials . ... 

Petty cash funds, used for minor purchases on production jobs 
Philanthropic organizations, labor charges for . . 

Physical control of stock ... . . 

Physical inventories: 

monthly, in shops using monthly production orders 
yearly, of 6.8 stock in all shops ... 

Plans and specifications, need for . . , , 

Plant orders: 

allotment charged by ... , 

approval of: 

by director . 

by state director .... , , 

charges to: 

materials purchased directly for jobs 
materials returned to stock . , , , 

materials withdravm from stock ... 
sales of stock between shops for particular jobs 
spoilage of material ... . . 

distribution of copies of . . , , , 

estimates for ..... . . 

purpose and form of ^ 
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quarterly, used for maintenance repairs and auto laboratories27 
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obs 



jobs 



Plant orders: (continued) 

treatment of, upon completion of job: 

clerk *s action 

instructor *s action .... 
use of: 

extensive repairs to state-owned building 
maintenance repairs to stdte-owned buildings 
and equipment ..... 
materials for automobile laboratories . 
printing jobs done by a school for its own 
production of an article of equipment . 

Pre-numbered forms, control of ... 

Pricing of stock materials for inventory records 

Printing jobs done by a school for its own use, pla 
order used for 

Process, work in, file , . . 

Production orders: 

approval of, by director • . 

charges to: 

damages to customer's property 
materials purchased directly for 
materials returned to stock . 
materials withdrawn from stock 
sales of stock between shops for particular 
spoilage of material . , 

distribution of copies of . . 

monthly: 

end of month action . . 

procedure to be followed during the month 
purpose and use ... 
preparation of forms ... 

purpose 

quarterly, used for repairs to state 
units ..... 
stock orders .... 
treatment of, upon completion of job 
clerk's action: 
when full payment is recorded on a ceposit slip 
being submitted with the production order 
when payment has been included on a previous 

deposit slip 

when production order is to be billed 
instructor's action . . 

used as a contract ... 
work in process file . 

Production rates .... 

Public interest, aspects related to 

Purchases of materials for production work resale: 
allotment charged when purchasing materials . 
directly for jobs: 

by blanket orders 

by individual orders for specific jobs 
by u;?s of petty cash funds .... 
requisition used by instructor for ... 
stock materials 



cars for other 



S.D.E. 



Quarterly plant orders, used for maintenance repairs and auto 
laboratories 

Quarterly production orders, used for repairs to cars for other 
S.D.E. units 
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Quotations and contracts: 
approval of; 

by director • 
by state director 
distribution of forms 
not to include tax • 
use of forms • 
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24 
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Rates, production • • • • • 

Real Work: 

as an aid to cost of training • • • 

justification for use of • • • • 

Receipt, customer *s delivery • • • • 

Records : 

inventory, perpetual, for control of stock: 
adjustment to physical inventories • 

maintaining of records • • • 

recording receipts of materials • • 

recording withdrawals of materials • 

retention of • • • • • 

Refunds of advance payments, due to cancellation of 
production orders: 

approval of, by director • • • • 

clerk’s action • • • • • 

instructor’s action • • • • 

preparation and processing of customer’s invoice 
Repairs to state-owned buildings or equipment, plant order 
for: 

extensive repairs • • • • • 

maintenance repairs • • • • 

Resale, purchases of materials for • • • 

Responsibilities : 

director, general policies • • • 

instructor: 

control of stock • • • • 

general policies • • • • 

Retention of records • • • • • 

Returning unused materials to stock, method of crediting 
to production and plant orders • • • • 
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Sales: 

daily, in shops using monthly production orders 
direct • • • • • • 

of books, training supplies and tools • 
of finished goods from stock • 
of scrap 6*8 materials • • 

of stock materials, general policy 
on account » • • • • • • 

sales slip form not used for General Fund receipts 
tax: 

instructions for computing • • • • 

on production orders • • • • 

on sales slips • • • • • • 

to other shops within the school • • • 

to other units of the department of education • 
use of sales slip form • • • • • 
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School: 

allotment, charging from 6*8 stock to • , 

cost: 

on production and plant orders • • • 

on sales of materials • , • . • • 

lunch program, monthly production order procedure 

to apply to 

objectives 

Scrap 6.8 inventory materials, sales of . . , 

Secretary, state board of education, approved by • 
Specifications : 

and plans, need for 

job, authorization for change to: 
approval of: 

by director 

by state director 

distribution of copies of forms . , 

preparation of forms. • • . . 

Spoilage of materials 

State; 

agencies, other than department of education, labor 
charges for 

department of education units, charges for; 

general policy 

statement of procedure 

director, approval by, required for: 

authorizations for changes to job specifications 

contracts ^ 

plant orders \ 

quotation and contract forms ... 

Stock: 

charging from, to school allotment . , 

control of: 

physical 

records for, perpetual inventory: 

adjustment to physical inventories . . 

maintain^tng of .records .... 
recording receipts of materials . . 

recording withdrawals of materials . . 

responsibility for 

materials: 

physical inventories of 

purchases of 

purpose and character of ... , 

returning of, method of crediting to production 

and plant orders 

sales of: 

<iirect 

finished goods . 

general policies 

on account 

scrap 6.8 materials ..... 
to other shops within the school . . 

to other units of the depeu'tment of education 
use of sales slip form . . . . 

withdrawals of , method of charging to production 

and plant orders 

production orders for .... * 
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Students : 

labor charges on production work for • 
sales of books, training supplies and tools to 
work performed for • • • • • 

Supervision, by director, general policies • 
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11 



Tax, sales: 

instructions for computing 
on production orders • 
on sales slips • • 

quotation not to include 
Terms of payment • • 

Tools, sales of, to students 
Training costs, production work as an aid to 
Training supplies, sales of, to students 
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Unit prices, on stock materials, method for computing 
Unused material, returned to stock, method of crediting 
to production and plant orders • • . , 
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Withdrawals of materials from stock, method of charging 
to production and plant orders • • . . 

Work in process file ... . . , 
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